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19 December 1582
TC t+ Chief, Teohmical Accounting Staff

BUBJYCTs Review of Operations in the Pinance Divieion's Payroll
#nd Travel ¥ranch

1., In sccordance with your wverbal imstrustions, I have made
s brisf review of the oparations in the Finsnce Division's Payroll
snd Travel Branch for the purpose of determining the condition of
the operations, and the extent of the backlop and ssusesg therefor,

8. Due to the time {3 days) avsilable for this review s
detailed analysis of the Branch was not made, HWowaver, I "talked
through” the procedure with the Acting Chlef of the Branch and
with many of its employees, I also took an inventory of the
vasklogs of work in the Branch snd after sounseling with the
‘Brench (hisf end his employees have egtimated the length of time
required to eliminate the backlozs. The estimates contained
herein are besed on the aasumption that the prosent smployees
‘wsild stop procassing current work and devote full time to
- sliminating the baoklogs, Therefore, the estlmates represent
the minimen time required to sliminate the backlogs,

».;%.

The Branch now staffed iz unable to keep abreast of the
surrent work, The Bransh has & T/0 of [llerployees, broken down
s follows:
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ﬁg Roll Section

As you will note from the foregoing schedule, the Brauch is
gtaffed st 507 o” its 7/0. You will slso note that the more
sritical deficiencies in the staffing exist in the Chiefs!
positions and in the Grede 4 and b positions. I"ary of the
essentisl clerical operations which normally would be performed
by clerks and clerk-typists, are of necessity being per ormed
by the payroll elerks, For sxample, the payroll clerks are
requirsd to stuff checks in envelopes for mailing, to pouch.
payroll change notices, and to perform numerous othar clerica.

sperations.

3. The Budget Bureau on the hesis of surveys of payroll
procedures and the use of work measurement systems in a few
agencler, as well as the Buresu’s experience in the review of
payroll staffing ratios in agency budget estimates for prior
years, has concluded that the agsncies whose payroll operations
are aubject to a minimum of varisbles may have approximately
one payroll smployee to cachJerpioyees on the payroll.
That staffing ratio is not intended to be either a minimunm or
maximum; it may be raised or lowered depending uvmon a number
of variables. Due to the nature of CIA operations (security,
high percentage of overtime, ellowsnces, etc.} the CIA and
+the Budget Bureau have agread upon & payroll staffing ratio for
this Agency of one payroll smployse to each . employees,
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At present each Finance Division payroll employee is handling the
payroll operations for - employees and is not keeping abreasst of
the work.

4+ In "telking through" the peyrell procedurs, I received the
impreasion that the payroll procedure is basically sound, There
seerc to be & great deal of psper handling but time did not permit
en analysis to determin: Just how much of the paper handling is
uanecessarys« IThe fact &s that the Branch is grossly understaffed,
It is my belief that tho Branch would be able to keep abreast of
its daily operations if it had on hand all ths employees callsd
for by its T/0. Mowever, it likely would mot be able to make much
progress toward eliminating the backlogs of work which are
explained in some detmil below, without the tenmporary assiznment
of additional persounel over and above the nunber on the T/Pg

PAYROLL SECTION

a.Filing Backloz - There sre about 40 linesl feet of papars
§§Ec§ have naf been filed. Those papers consist of Duty Status
Reports, Payroll Change Slips, leave Records, individual
pay cards, cables, corrsspondence, residence and dependency
reports, ete. It is estimated that 80 man days would be
required to file this meteriasl. The operations of the Branch
are greatly handicepped because this material is not in file.
Handiceps are experienced in ¢learing individuals who have
besn separated; recorputing pay because of retroective pay
adjustments occasioned by promotions, periodic step inereaass,
changes in allowances, sto; answering requests from employvees
whe have returned fror overseas stations and who inguire
regerding the status of their pay and leave accounts; enswering
requests from operating divisions as to the leave balances
of employoes who have reguested to return te the States on
home leave; answering and initisting correspondencs, reviewing
allowance clairs, diasposition of We2s for separated employees,
snd other inquiries relating to employees?® pay, leavs or
retirenent records,

The Payroll Office uas & file folder for each employee on

the payroll. This folder contains the personnel actions, cables,

sorrespondence, etc., relating to each employee. There are
approximately 130 lineal feet of such files. Much of the
material in these files are not secured under file fastensrs.
Fach file contains approximately one-qguarter ineh to one inch
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of loogs meterisl whish should be sorted ohronologioally sud
socursd in the filea, I is estinatod that the task of
saouring such material together with the 40 lines]l feet of
mﬁ?l montloned above will require sprroximately 160

AT SAYES,

pomment Regords ~ The retiresent clerks have on hend 138
Srpidontions ar :‘efmﬁ of retiremant contribubions, I

eould ot obtaln an estimate of the length of time required

% disposo of this Ysoklog deosuse the files must be wp Lo

dute before the sppliontions oan be prooessed expoditisuslys
Also, thore were B83 Porsonmel Aotions which had nat been posted
%0 wmployess' retirssent revords (Fors 8803}, Ag:gzrmtﬁ*

$ man daya will be preguired to post these yasords,

oave R ; ; ploys s)a- Thors are aporoximstely
ar posted to the
m rwﬂm awmmm;; 4 fm e;t‘ this material congists
of material to be filed only, and 53 feet of the mmterisl
noeds to be posted or vorified and filed, In addition,
lsbve oatsgorios have not bsen reselved from the %rmmal
Diviglon for all wmplovees, An esploysels tonure with the
goverment detormines his leave gategory) i.e., the musbor of
days of leava o whieh the smployen ig entitled emoh year,
The lswws sategories whie: 'mwve been ressived have bLeen
postad, The fuot $lat all the lenve oategories have not
baen regelvad and the fact that the leave pecords srs not
wp to date lendicaps the Trash ia clesring separsted
spployest, in detsrmining lumpy s mmﬁz, in detorzining
the youresnd garyy-over for osoh emplayes, and iz mmerous
ptheyr oparationz. It is estimeted tw:; 20 ome dars will be
reguired to elizinate this baoklogs

x Payroll = Payroll olerks wiw handle overseas peyroll

Aoain all records relating to sush employess, The
Mkhg on thess desks consiste of syrroximetely 1800 duty
status reports whloeh have mot been poBted %o leave resords,
800 pisves of uiscellanesus dogumeuts end correspondence which
have not besn handled, and 500 payroll change motlioces which
hawve not Leen poudhed %o oversess atations, It is estimated
that approximately 80 man days would bs required to alininsts
thins baaklsg. As in the oase of Stateside erployess, lssve
estogories have not been rocelvnd in all csses, wiich oreates
the problens mentioned sbove,

o

SR
asbbliilimlaiomation

Approved For Release 2001/08/09 : CIA-RDP78-05538A000200020016-1



Approved For Rilease 2001/08/09 : CIA-RDP78-05538A000200020016-1

¥ S ﬁ""?'.’

25X1C

|,

ey Wa2's For Torminated Bmployees -~ There are approximately 3000
-8 lor separated smployeos on hand, These must be mailed
or forwarded to the former employses. They have not béen
mailed or forwarded because the employess! addresses are not known,
This backlog ocannot be eliminated expeditiously until the
filing backlog hes been eliminated, The files will then contain
the address or officc %o which the WeZ should be forwarded,

In sddition, immediately after 31 December WeJs for 1952
will be revcived for all omployees on Finanoe Division payrolls,
whioh will put an additional burden on the Payroll Saotion,

£+ Qvertime Claims - It is the policy of the Payroll Section to
process promotions, pericdioc step increases, changes in allowances
sand differentiala, and chenges in the emsunts paid at stations
bafore processing evertime peyments. The Section has besn
reasonsbly successful in processing promotions, perindic
step inoreases, oto,, on & ourrent basis, There is & backlog
in processing overtime cleims, Overtime cleims are processed
as timo permits. There are approximately 4000 overtime olaims
on hand and it is estimsted that B0 man dae will be required 25X1A
to process those clains,

hs Documentation « Many of the FPayroll Section'’s operations ere

thwarted becauss reguired documents have nat been received,
Typleal examples arer requests for refund of Civil Service
Retiremont coutributions where the required separation notioe
ie not received, irreguler or late receipt of advice of sn
agglgnrment of pseudonym, notifiecation of changes in peuching
progsdures, leave transcripts which are not promptly received
from employoe's former gevernmenti sgeney, failure to get
notice of errival and deparburs of employees and dependents,
fatlure to receive leave categories, sto,
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TRAVEL SECTIOR

i+ Travel Clsims ~ As of 10 December 1952 the backlog in this Ssctiom
Was 1,643 travsl olaims, s follows:

Foreign 735 (Oldest vouchers deted August 1952}
Domestic 828 (0ldezt wvouchers dated Ootober 1952}
Per Diem 87
Traunspartation 13
¥isoellansous _~0-

Total 1,643

It is estimated that 240 man dave will be reguired to process
the above travel clsims. About 400 travel clainms ars received
weekly of which approximately 380 are processsd; the remaining
50 are addsd to the backlog.

The basic procedures in the Travel Section were likewls e
fundamentally sound., The prosedure for logging=-in and logging-out
travel claing and the procedure for asscciasting the travel
orders with the travsl claims are somewhat burdensome. I
disgussed those phases of the procedures with the Asting Chiaef
of the Travel Ssoction, the Aoting Chief of the Peyroll snd
Trevel Branch, and the Deputy Chief of the Finance Division and
learned that those operations are already under study with the
oblective of revising them.

5+ The bacsklogs in the Branch are increased when oemployees sre
abaent on either sick or annual leave bacauge thelr work for the
mogt part remains untouched, because the perssnnsl on duty cannot
sbsort all the work of the shsenteas.

8. There 1s set forth below & recapitulstion of the backlog
in work performance dssoribed in the foregoiny paragraphs,

Summary of Backlog:

Han lays

Filing 230
Bteatenide Leave Records 20
Overseas Peyroll 80
Overtims ‘ 80
Travel Seoction ggg
Totel Man Days 680
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In addition to the sbeve, backlogs of undetermined amounts exist
in oonnestion with retirement records as discussed in parsgraph
4 b, the processing of tax withholding notives (We2's), as
disougsed in paragraph 4 e, and correspondence to be initieted

and answered (paragraph 4 a.).

JCS tkd
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